NC DHHS — NC DMH/DD/SAS
Home and Community Supports Service
Endorsement Check Sheet Instructions

Introduction

Prior to service endorsement, business verificatioist take place. In the process of business
verification, the business information presentedte DMA CIS (Community Intervention
Services) application is validated. At that tintee provider organization submits a self study
of the core rules (10A NCAC 27G .0201-.0204) vendy that they have met all the
requirements therein. (The provider is not requit@dubmit this if nationally accredited,
licensed with Division of Health Services RegulatiDHSR) or has had a compliance
review from NC Council of Community Programs withthe past three years.) The
documents created in adherence with the core shlesld be utilized as evidence of provider
compliance where noted in the check sheet andurtgins.

The following set of instructions is to serve as@al guidelines to facilitate the review of
providers for endorsement. Service definition, cades (as noted above), staff definitions
(10A NCAC 27G .104) and other DHHS communicatioagy.( Service Records Manual,
Communication Bulletins, Implementation Updates atieer publications) should be used to
support the reviewer’s determination of complianceaddition, the Business Entity Type
Reference document (attached) assists to claridy rédguirements for different business
entities such as corporations, partnerships antelitiability corporations and partnerships.

Home and Community Supports is a habilitation serviHome and Community Supports enables
the individual to acquire, retain, and improve Iskihat will support him/her in functioning with
greater independence in the participant’s homecantnunity.

Home and Community Supports provides habilitaticaining, and instruction, coupled with
elements of support and individualized supervisioneflect the natural flow of training, and
other activities as they occur during the coursthefparticipant’s day. Support combined with
individualized supervision of the participant’sigities to sustain skills gained through
habilitation and training is also an acceptabld gb&lome and Community Supports. This
service is not to be used with participants reog\Residential Supports, with the exception of
the Individualized Day Program.

Home and Community Supports consists of an intedratray of individually designed
habilitation services and supports that are desdrib the approved Person Centered Plan.

This service is distinguished from Personal Car@iGes by the presence of training activities in
combination with support, individualized supervisiand monitoring as described to meet the
participant’s needs in the approved Person Centéigd This service can be delivered in a
participant’s private home or in a variety of commity settings that the participant chooses to
attend

Provider Requirements:

A-B
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In this section, the provider is reviewed to astarthat requirements are met in order for
services to be provided. The provision of servisesddressed later in this endorsement
process. This section is reviewed only during thieal review for business status and
does not require further scrutiny unless theredsange in the provider’s status that
would affect this element.

Review identified documents for evidence the prewicheets DMH/DD/SAS standards as
related to administration responsibilities, finacbversight, clinical services and quality
improvement. These standards include, but are ingted to, policies and procedures
(contents of which are mandated in 10A NCAC 27@102 Governing Body Policies) and
the key documents required by law for the formatainthe business entity. (Refer to
attachment titled Business Entity Type.)

Review documentation that demonstrates provideraislegal US business entity.
Documentation should indicate the business ensiturrently registered with the local
municipality or the office of the NC Secretary dat, that the information registered with
the local municipality or the Secretary of Stateusrent, and that there are no dissolution,
revocation or revenue suspension findings curreattgched to the provider entity. Also
review corporate documentation demonstrating reggien to operate a business in NC.
Information for corporate entities may be verified the web site for the Secretary of State.
(Refer to key documents section of attachmentitilasiness Entity Type.)

Review the policy and procedure manual. It showldta@in language indicating intent to
have national accreditation within one (1) yeaeofollment with DMA. Review DMA
enrollment document to verify provider’'s date of@ment. Once the provider has been
enrolled with DMA for a period of one (1) year, ertification of national accreditation
or some other evidence supporting the provider roegéion’s achievement of national
accreditation must be produced and validated.

Staffing Requirements:
A-G

In this section, the reviewer is primarily concetneith the hiring practices of the provider
and ensuring that all employees required per thecgedefinition are in place at the time of
the clinical interviewand are equipped with the evidentiary documentatib education,
training and experience for which they were hifElis is important for the clinical integrity
of the service. The review of the provision ofvses is more thoroughly examined in the
“Program/Clinical Requirements” section of the ersgonent review.

In the desk review, the reviewer is to verify ththe provider agency’s policies and

procedures, as well as other administrative manomegst the requirements of the service
definition. The review of the qualifications of rgennel hired will occur later in the

endorsement process. Review documentation toyvérdt provider agency requirements of
staff include degrees, licensure and/or certifaraithat comply with the position as written
in the service definition, and are consistent weuirements and responsibilities of their
respective job duties. Review job descriptionddtermine that the roles and responsibilities
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identified do not exceed the qualifications of thesition. This review ensures that the
provider has an understanding of the service defmistaffing requirements and has
established policies for a program that meet thegairements.

For the clinical interview, review staff employmeipplications, resumes, licenses,
certifications and/or other documentation for enicke that degrees and work experience with
the target population the provider will be servisgconsistent with the requirements and
responsibilities of each position.dhy staff person hired to meet the staffing requiretsef
the service definition do not meet the requiremeots the position, then the clinical
interview does not take place. The clinical inteww process is described in Program
Requirements.

For the on site review, the endorsing agency \e=xiflocumentation reviewed during the desk
review and clinical interview (if it has been cowotkd prior to the on site review). The
credentials and qualifications of any additionaéncillary staff hired in the time between the
desk review and the on site review are examined.

For the 60 day review, include a review of the coner record and other items necessary to
determine that staff are performing clinical inemtions commensurate with their credentials
and qualifications as well as within the scope ofkathe their job descriptions. Review staff
schedules, attendance rosters, and caseload assitgnand interview staff to ascertain
consumer to staff ratios. This review should atetude a review of supervision plans, notes
and documentation of clinical supervision for aif6 Review supervision plans to ensure
that they are individualized and appropriate f@ lvel of education, skill and experience of
staff. Review supervision notes, schedules and rotheporting documentation that
demonstrate on-going supervision consistent with tequirements and responsibilities.
Personnel records must demonstrate evidence fhataired training has been acquired by
each staff member delivering Home and Communityp8ug Services and completed within
the specified time frames.

Individuals providing Home and Community Supposs/ges shall meet all of the
following staffing requirements:
1. Staff must meet the requirements for paraprofeassan 10A NCAC 27G .0200.
2. Staff must have a high school diploma or GED.

3. Staff must meet client-specific competencies astified by the participant’s person-
centered planning team and documented in the P€wsotered Plan.

4. Staff must successfully complete first aid, CPR| BMH/DD/SAS Core Competencies
and required refresher training.

5. Paraprofessionals providing this service must Ipesised by a Qualified Professional.
Supervision must be provided according to supemisequirements specified in 10A
NCAC 27G .0204 and according to licensure or dedifon requirements of the
appropriate discipline.

6. Staff must pass a criminal record check.

Staff must pass a healthcare registry check inrdacce with 10A NCAC 27G .0200.

8. If providing transportation, staff must have a Mo@arolina or other valid driver’s
license, a safe driving record, and an acceptabld bf automobile liability insurance.

N
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Service Type and Setting
A-B

The elements in this section pertain to the praisdenderstanding of the Home and
Community Supports service and the service delisgsgem.

For the desk review, review Policy and Procedur@eddds, Program Description and Job
description. This review ensures that the provides an understanding of the purpose of the
service and has established a program that mests thquirements.

Items in this section do not apply to the clinicaérview.

For the on site review, confirm findings of the kiesview.

For the 60 day review, include a review of consumeeords and other items necessary to
determine that Home and Community Supports is bpiogided to consumers who meet the
eligibility requirements and that interventions ocm the appropriate setting.

Program Requirements:

A-H

The elements in this section are reviewed as teeain to service delivery. It is important
that consumers are served in accordance with thieesalefinition and according to

individual needs identified in the PCP.

For the desk review, review documentation to vetfyt the provider demonstrates a clear
understanding of the service definition and seriirogations.

For the clinical interview utilize the questionsaahed to the current endorsement policy to
determine the provider agency’s competency to delive Home and Community Supports
service.

For the on site review, confirm findings of the klesview and the clinical interview.

For the 60 day review, a review of service recatusuld demonstrate compliance with
program requirements. Review to verify that thevier has an understanding of the
service. Review documentation to determine haibidib, training and instruction are
provided to assist with the acquisition, retentommprovement in skills related to activities
of daily living

Documentation Requirements:
Review the provider agency’s policy and proceduamuals for language demonstrating the

expectation that documentation meets all recorddmedmentation requirements noted in the
DMH/DD/SA Records Management and Documentation Manual [ APSM 45-2].
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Review policy and procedure manuals for languagedemonstrates that all significant
contacts with or on behalf of the recipient mustdorded in the service record. Review
policy and procedure manuals for language whichiesses completion of required forms.

The 60 day follow-up review should include a reviefrservice records to verify that all
components of each full service note are includetié documentation and to verify that
contacts are documented. PCPs shall have all tjugreel components. Service notes should
relate directly to the needs and goals identifrethe recipients’ PCPs.
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